ePROCUREMENT 8.8

ATTACH A DOCUMENT TO A PO

Accounts Payable (AP) needs access to subcontract pricing in order verify invoiced prices.
There are several ways to include pricing information in POs:

1. By including prices in the POs Line Description
2. By attaching a file that has the vendor's price list (in Acrobat, Excel, Word, Web page link) or
3. By attaching a blanket subcontract (BSub) document or other file that has prices.

For standardization, attachments should be attached to PO Header Comments rather than Line
Comments. PeopleSoft allows you to attach any kind of document (xIs, doc, pdf) as an
attachment.

This topic will show you how to attach a document to a PeopleSoft PO.

e Bring up the PO in eProcurement | Buyer Center | Manage Purchase Orders
o Click the Edit Comments link. (If there are no previous comments, it says Add Comments)
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Click the Attach button.
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Click the Browse button.
Locate the file on your computer that contains the pricing information.
Click the Upload button.
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eProcurement 8.8
Attach a Document to a PO

e The file name is shown next to Attachment.
e Click the OK icon to return to the main PO or
Click the icon to add a new Comment row to add an additional attachment.
¢ Onthe main PO page, click the Save button to save the PO & its new attachment(s).
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Tip: Old price attachments should be hidden when there are new price attachments. To do this,
click the Inactivate button to inactivate a comment and its attachment. This changes the
comment to Inactive. By default, inactive comments will not appear when you view comments.
You can still see them, however, by unchecking the "Retrieve Active Comments Only" box,
clicking the Retrieve button, and clicking OK to override existing comments.
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eProcurement 8.8
Attach a Document to a PO

Individuals outside of Procurement can view PeopleSoft POs and attachments by going to the
Purchase Order Inquiry page:

Navigate to Purchasing | Purchase Orders | Review PO Information | Purchase Order

Inquiry and search for the PO number you want.
Click on the Header Comments link
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Click the View icon to see the attachment
Click the View All in the blue bar to see all Header Comments and attachments.
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